
 

 

,Q�RUGHU�WR�PLQLPL]H�WKH�VSUHDG�RI�&29,'-����'0+�LV�WHPSRUDULO\�XVLQJ�WHOHSKRQH� 
DQG�WHOHKHDOWK�WR�SURYLGH�JURXS�DQG�IDPLO\�VHUYLFHV�WR�RXU�FOLHQWV�� 

 

7HOHSKRQH� 
$XGLR� 

2SWLRQV�� 

· 7HOHFRQIHUHQFH�OLQH�RU�6N\SH�Z�R�YLVXDO� 

· &RXQW\�,3KRQH—FRQIHUHQFH�FDOO��OLPLW��� 

· 3HUVRQDO�,3KRQH���$QGURLG—FRQIHUHQFH�FDOO��OLPLW������� 

 
&RQVLGHUDWLRQV�� 
· &OLHQWV¶�GDWD�OLPLWV—IHHV�IRU�H[WUD�GDWD 

· 3HUVRQDO�FHOO�SKRQH—EORFN�\RXU�SKRQH����6HWWLQJV-�
3KRQH-6KRZ�0\�&DOOHU�,'�RII��RU�GLDO�
���WKHQ�HQWHU��� 

· &OLHQWV�KDYH�DELOLW\�WR�IRUZDUG�WHOHFRQIHUHQFH�OLQH��WR�

7HOHKHDOWK 
$XGLR�	�9LVXDO 

2SWLRQV��FXUUHQW�GLUHFWO\-RSHUDWHG�DSSURYHG�SODWIRUPV�� 
· 6N\SH�IRU�%XVLQHVV� 

· )DFH7LPH��21/<�RQ�FRXQW\-LVVXHG�,3KRQH� 

 
&RQVLGHUDWLRQV�� 
· &OLHQWV¶�DFFHVVLELOLW\�RI�GHYLFHV��H�J���)DFH7LPH�UHTXLUHV�$SSOH�

SURGXFW���:L)L��DQG�GDWD�OLPLWV 

· 9LVLELOLW\�RI�DOO�FOLHQWV¶�SHUVRQDO�HPDLOV�RU�SKRQH��V��YLD�6N\SH�RU�
)DFH7LPH�� 

· &OLHQWV�KDYH�DELOLW\�WR�IRUZDUG�6N\SH�0HHWLQJ�LQYLWH�WR�RXWVLGH�
SDUWLHV 

35,25�WR�&RQGXFWLQJ�WKH�*URXS�)DPLO\�6HVVLRQ���&RQWDFW�HDFK�&OLHQW�,QGLYLGXDOO\ 

· 'LVFXVV�FOLHQW¶V�DFFHVVLELOLW\�RI�GHYLFHV��:L)L��FHOOXODU�GDWD�OLPLWV��LI�DSSOLFDEOH� 

· 5HYLHZ�0+�����&RQVHQW�IRU�3URYLGLQJ�*URXS�6HUYLFHV�YLD�7HOHSKRQH�DQG�7HOHKHDOWK���REWDLQ�FOLHQW¶V�YHUEDO�FRQVHQW�DQG�FRP�
SOHWH�GRFXPHQWDWLRQ��UHIHU�WR�4$�%XOOHWLQ���-���3URYLVLRQ�RI�60+6�'XULQJ�&29,'-���&ULVLV� 

· 1RWLI\�FOLHQW�RI�VFKHGXOHG�VHVVLRQ�GDWH�WLPH�ZLWK�LQIRUPDWLRQ�RQ�KRZ�WR�DFFHVV�WKH�VHVVLRQ�� 

:D\V�WR�0LWLJDWH�3ULYDF\�	�6HFXULW\�5LVNV 

· :KHQ�VFKHGXOLQJ�D�6N\SH�IRU�%XVLQHVV�JURXS�IDPLO\�VHVVLRQ�� 

Þ 'RXEOH-FKHFN�WR�FRQILUP�WKDW�\RX�HQWHUHG�WKH�FRUUHFW�
HPDLO�DGGUHVV�IRU�HDFK�FOLHQW 

Þ (QWHU�D�JHQHULF�6XEMHFW�OLQH�LQ�WKH�6N\SH�0HHWLQJ�LQYLWH�
�H�J���6N\SH�0HHWLQJ���GR�QRW�LQFOXGH�DQ\�PHQWDO�KHDOWK�
UHODWHG�LGHQWLILHU��H�J���&%7�*URXS�IRU�'HSUHVVLRQ� 

Þ $GG�FOLHQWV¶�HPDLO�DGGUHVVHV�DV�D�EOLQG�FRS\�E\�DGGLQJ�
WKHP�WR�WKH�5HVRXUFHV¶�OLQH 

· )DFH7LPH� 

Þ /LPLW�XVH�WR�IDPLO\�VHVVLRQV�ZKHUH�PHPEHUV�DOUHDG\�
NQRZ�HDFK�RWKHU¶V�SKRQH�QXPEHUV 

· ,QIRUP�FOLHQWV�WKDW�WKH\�VKRXOG�EH�LQ�D�SULYDWH�DUHD��LGHDOO\�ZHDU�
LQJ�KHDGSKRQHV��WR�DYRLG�QRQ-JURXS�PHPEHUV�IURP�OLVWHQLQJ�WR�
WKH�VHVVLRQ�� 

· ,QIRUP�FOLHQWV�127�WR� 

Þ IRUZDUG�6N\SH�0HHWLQJ�LQYLWH�RU�FRQIHUHQFH�OLQH� 

Þ DGG�PHPEHUV�RQ�)DFH7LPH 

Þ UHFRUG�JURXS�IDPLO\�VHVVLRQV 
 

'LUHFWO\-RSHUDWHG��)RU�DGGLWLRQDO�LQIRUPDWLRQ��FOLFN�RQ�WKLV�OLQN��

�D,�dĞůĞ-�ŽŵŵƵŶŝĐĂƟŽŶ�Θ��ŽůůĂďŽƌĂƟŽŶ�dŽŽůŬŝƚ��ŚĞĂƚ�^ŚĞĞƚ 

 

'85,1*�WKH�*URXS�)DPLO\�6HVVLRQ���6HW�*URXQG�
5XOHV�DW�WKH�6WDUW 

· +DYH�DOO�JURXS�PHPEHUV�LQWURGXFH�WKHPVHOYHV��ILUVW�QDPH�
RQO\�� 

· 'LVFXVV�EDFN-XS�SODQV�IRU� 

Þ 'URSSHG�FDOOV��FRQQHFWLYLW\�LVVXHV 

Þ (PHUJHQF\�VFHQDULRV�WKDW�PD\�DULVH� 

· 5HYLHZ�EDVLF�UXOHV�WR�PLWLJDWH�FRQILGHQWLDOLW\�DQG�SULYDF\�
ULVNV 

· 6HW�UXOHV�IRU�ZKHQ�WR�VSHDN� 

Þ 2QH�SHUVRQ�VSHDNV�DW�D�WLPH 

Þ +DYH�JURXS�PHPEHUV�VD\�WKHLU�ILUVW�QDPH�EHIRUH�
VSHDNLQJ��HVSHFLDOO\�LI�FRQGXFWHG�YLD�WHOHSKRQH� 

Þ +DYH�PHPEHUV�ZKR�DUH�QRW�VSHDNLQJ�PXWH�WKHP�
VHOYHV 
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8VH�RI�7HOHSKRQH�	�7HOHKHDOWK�IRU�*URXS�	�)DPLO\�6HVVLRQV 
'XULQJ�WKH�&29,'-���&ULVLV 

4XHVWLRQV�	�&RQWDFW���
4XDOLW\$VVXUDQFH#GPK�ODFRXQW\�JRY�� 

https://lacounty.sharepoint.com/sites/DMH/tsd/Shared%20Documents/Toolkit%20Cheat%20sheet%20for%20Teleworkers.pdf


 

 

6HWWLQJ�XS�D�*URXS�YLD�7HOHSKRQH�&RQIHUHQFH� 

 

&RQIHUHQFH�&DOO�YLD�6N\SH� 
· 6HW�XS�D�6N\SH�0HHWLQJ�RQ�\RXU�

2XWORRN�&DOHQGDU�� 
 
· ,I�XVLQJ�2IILFH�����RQ�\RXU�SHU�

VRQDO�FRPSXWHU��VHOHFW�
³1HZ�(YHQW�´�(QWHU�
³6N\SH�0HHWLQJ´�LQ�WKH�
WLWOH�DQG�VHOHFW�³6N\SH�
0HHWLQJ´�XQGHU�/RFDWLRQ� 

 
· 6N\SH�IRU�%XVLQHVV�ZLOO�SUR�

YLGH�D�FRQIHUHQFH�WHOHSKRQH�
QXPEHU�DQG�FRQIHUHQFH�,'�� 

· 3ULRU�WR�WKH�JURXS��VHW�XS�D�
SLQ�QXPEHU�WR�DOORZ�\RX�WR�EH�
WKH�*URXS�2UJDQL]HU��6HOHFW�
³)RUJRW�\RXU�GLDO-LQ�3,1´�WR�
DFFHVV�WKLV�QXPEHU�DQG�
³5HVHW�3,1´ 

· &RQWDFW�\RXU�JURXS�PHPEHUV�LQGLYLGXDOO\�DQG�SURYLGH�
WKH�FRQIHUHQFH�SKRQH�QXPEHU�DQG�FRQIHUHQFH�,'�� 

6N\SH�IRU�%XVLQHVV��8VH�'0+�6N\SH�IRU�%XVLQHVV�RQO\��� 

· 6HW�XS�D�6N\SH�0HHWLQJ�RQ�\RXU�2XWORRN�&DOHQGDU 

· 6HOHFW�WKH�³7R´�EXWWRQ�WR�HQWHU�HDFK�JURXS�PHPEHU¶V�HPDLO�
DGGUHVV��,Q�RUGHU�WR�NHHS�HPDLO�DGGUHVVHV�FRQILGHQWLDO��
HQWHU�WKH�HPDLO�DGGUHVV�LQ�WKH�³5HVRXUFHV´�OLQH��7KLV�EOLQG�
FRSLHV�WKH�LQYLWDWLRQ�WR�DOO�UHFLSLHQWV� 

 

· (QWHU�WKH�GDWH�DQG�WLPH�RI�\RXU�JURXS� 

· :LWKLQ�WKH�6N\SH�LQYLWDWLRQ��UHPLQG�JURXS�PHPEHUV�WR�UH�
IUDLQ�IURP�IRUZDUGLQJ�WKH�PHHWLQJ�� 

 

 

 

 

)DFH7LPH��8VH�D�'0+�LVVXHG�,3KRQH�RQO\�� 
 

5HFRPPHQG�OLPLWWLQJ�XVH�WR�IDPLO\�VHVVLRQV�ZKHUH�PHPEHUV�DOUHDG\�
NQRZ�HDFK�RWKHU¶V�SKRQH�QXPEHU 
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+RZ�WR�6HW�8S�<RXU�*URXS���)DPLO\�6HVVLRQ�YLD�7HOHSKRQH�RU�7HOHKHDOWK 

&RQIHUHQFH�&DOO�YLD�'0+�&RQIHUHQFH�+RVW�/LQH 
�� ,I�\RX�DQG�\RXU�SURJUDP�GRHV�QRW�KDYH�D�FRQIHUHQFH�

KRVW�OLQH��SOHDVH�FRQWDFW�WHOHFRQIHUHQFHV#DWW�FRP�RU�
FDOO��-���-���-�����WR�UHTXHVW�DQ�DFFHVV�FRGH�� 

��������'2�RQO\� 
�� &RQWDFW�\RXU�JURXS�PHPEHUV�LQGLYLGXDOO\�DQG�SURYLGH��� 

WKH�FRQIHUHQFH�SKRQH�QXPEHU�DQG�FRQIHUHQFH�,'�� 
 

&RQIHUHQFH�&DOO�YLD�L3KRQH�RU�$QGURLG�3KRQH� 
5HFRPPHQG�OLPLWLQJ�XVH�WR�IDPLO\�VHVVLRQV�ZKHUH�PHPEHUV�DOUHDG\�NQRZ�

HDFK�RWKHU¶V�SKRQH�QXPEHUV 

�� 3ODFH�D�FDOO�WR�WKH�ILUVW�JURXS�PHPEHU�DQG�VHOHFW�WKH�
$GG�&DOO�LFRQ��7KH�ILUVW�FDOOHU�ZLOO�EH�SXW�RQ�KROG�
ZKLOH�\RX�DUH�FDOO�WKH�VHFRQG�SKRQH�QXPEHU� 

�� 6HOHFW�0HUJH�&DOOV�LFRQ�WR�FRQQHFW�WKH�FDOOHUV� 

�� 5HSHDW����WR�DGG�RWKHU�JURXS�PHPEHUV�WR�WKH�FDOO��
.HHS�LQ�PLQG�WKDW�WKHUH�LV�D����L-3KRQH��RU����$QGURLG��
FDOOHU�OLPLW�IRU�FRQIHUHQFH�FDOOV� 

 

7R�KLGH�\RXU�SKRQH�QXPEHU� 
· 3UHVV�
���SULRU�WR�PDNLQJ�D�FDOO��RU�*R�WR�\RXU�SKRQH¶V�

6HWWLQJV�DQG�WXUQ�RII�&DOOHU�,' 

6HWWLQJ�XS�D�*URXS�YLD�7HOHKHDOWK� 

· 6HOHFW�WKH�³�´�LFRQ�WR�DGG�
HDFK�JURXS�PHPEHU¶V�
SKRQH�QXPEHU� 

· 6HOHFW�WKH�)DFH7LPH�DSS�
RQ�\RXU�,3KRQH 

· 2QFH�HYHU\�JURXS�
PHPEHUV¶�SKRQH�QXP�
EHU�LV�HQWHUHG��VHOHFW�
WKH�9LGHR�LFRQ�WR�VWDUW�
\RXU�JURXS� 

5HYLVHG���������� 


